
The Application Center

A Guide to Features and Function
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HOME

This is the Home Page of the Application Center.
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Pages on the menu bar depend upon the permissions the 
user has been granted by the site administrator. 3



Message Alert Links to the STN Home page when 
updated information has been posted. 4



The scoreboard assists with informing users of collection 
periods on data submission. 5



We will now look at each item on the menu.
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The Data Transfer menu includes Input Forms and File 
Transfer selections.

Data Transfer
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In File Transfer, the Browse button on the file location 
allows the user to find file to transfer. 8



The Transfer Data button submits the file for processing.  
Most files are processed within seconds.  Large files or 
heavy submission periods may increase processing time.
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When the blue question mark appears, the file is processing.  
Refreshing or reloading the screen will show the results 
when the file has been processed.

10



Red and orange exclamation marks shows that errors and 
warnings respectively have been encountered for this file. 11



Clicking on an exclamation mark allows you to VIEW 
more information.

Click here!
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When you view the results of the file transfer, the totals 
reflect this processed file only.
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The last 20 transfers are show.  Change the options on the 
View Results bar to filter the files displayed. 14



This is an example of a typical input 
form.  Here, you can perform a number of 
tasks.
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Use the save button to save each record.
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View the results of the manual input 
records.
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Edit the record.

18



Or delete the record
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The lookup menu includes Lookup screens, Student Lists 
and Data Views.
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Lookup



Always do a lookup on students before assigning a 
Student Test Number (STN).  
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When searching for a student by name, remember less is 
more! Enter a partial last name, first name, then review the 
search results for birth date, gender, and ethnicity.
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On the Sounds Like search, the first letter of the last and first 
names must be accurate.  “Mar” will find Meyer, Moore, 
Murray, etc.
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When details are displayed, and a user has the correct 
permission to transfer data, the Transfer to School XXXX 
button will allow the transfer.

24



Several data views are listed; click on the tab to view the 
data.
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Only the school that submitted the data is allowed to view 
sensitive data (e.g., dropout codes, SES codes, special 
education codes) for a given student.
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For contact information, enter the name of the school or 
corporation and search.
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Lookup screens are provided in other areas of data 
collection.
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Data Verification includes reports, conflict resolution, 
collection management, roster download, data transfer log, 
transcript request log, and collection signoff.
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Data Verification
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Reports: Most reports are aggregated by school and corporation.  The reports must be 
review and shared with those who own the data or are responsible for the data.  Some 
reports require a signature and must be returned.  All reports should be printed or stored 
and kept as a copy when the data collection period is closed.

Conflict Resolution: Conflicts occur when two or more schools submit records for 
the same STN.  A conflict will result in the removal of ALL records with that STN from 
all schools that reported that STN.  Response time to conflicts is critical.  A users 
Scoreboard will also show conflicts and link a user to the Conflict Resolution page.

Collection Management: A user can report, “No records” or sign off electronically on 
a submission in this screen.  Another function is deleting records from a school.  Also, 
users are able to see the date and time of the last activity on a particular submission.

Roster Download: This is a student level roster by school, student’s last name, first 
name, middle name, suffix, and grade.  The STN will not be made available on this 
report.  This function is a tool for the user to verify accuracy of the data on all 
collections and will be available anytime.

Data Transfer Log:  History of data submissions.  This can be kept for reference.
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Transcript Request Log:  Transcript requests should be reviewed and marked as Read.  
This is not an official transcript.  This tool can be used to provide a heads-up on students 
that are not in attendance.

Collection Signoff:  A function that at this point directs a user to Collection Management.  
STN Support expects this menu item to be removed from the STN Application Center.



The Info Center provides links to available resources for 
gathering and reporting student data.
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Info Center



Individual user access is managed on the User 
Maintenance page by the site administrator.
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Administration
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User Security – Things to Remember:

Only one User ID and password was provided to the District 
Superintendent.  They should assign or become the “Site 
Administrator: that monitors the security of the Application 
Center.
Passwords are computer generated and emailed to the user 
when the password is Reset or a new user is added.
Select the User Group to allow users specific or complete 
access to the Application Center and student data.
Users should be made inactive when necessary.
Keep emails updated
Users are not deleted but are made inactive in order to maintain 
historical information. The same Username cannot be used if re-
activated.



Data submitted to the Application Center can be retrieved or 
downloaded to your computer.  This would include data sent 
in by file and data submitted by Input Form.
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